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MEMORANDUM FOK: Acting Deputy Director for Support

SUBJECT : 1970 Christmas Activities

1. This memorandum submits recommendations for your approval;
such recommendations are contained in paragraph 2,

2. In plarning for this year's yuletide season the following is
recommended:

a. Two 8 -10 foot trees be placed in the area between the foot
of the steps and the guard post in the main lobby at Headquarters;
a similar tree in the South Cafeteria; a 6 - 8 foot tree in the North
Cafeteria; and a small tree in the Rendezvous Room. These treas
will be appropriately decorated by members of various clubs of the
Employee Activity Association. In addition, it is proposed that
authorization be granted to purchase trees and decorations for the
Ames and NPIC buildings and other Agency buildings as requested.
These trees would be decorated by personnel located in the specific
building. The total cost of trees and decorations is estimated at
$100. 00 and would be paid from the Central Employees Activities
Fund,

b. Individual offices be allowed to plan their own modest
decorations, parties, etc., within the restrictions of applicable
regulations and policies.

¢. The Keynotes be allowed to sing carols at 12:15 p, m. on

16 December and at 12:45 p.m. on 17 December in the main lobby
of Headquarters Building,
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d, The Garden Club again be allowed to present a (hristmas
Flower Show featuring an array of attractive yuletide floral arrange-
ments on 7 and 8 December in the DCI Portrait Corridor.

e. The issuance of an Employee Bulletin (attached) which sets
forth the 1970 Christmas Activities,
ls/ Robert S. Wattles

Robert &, Wattles
Director of Personnel

Att

The recommendations contained in paragraph 2 are approved. One tree in lobby
and one in 1D-E corridor.

Jolm W. Coffey Tate
Acting I'eputy Director
for Support
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1970 CHRISTMAS ACTIVITIES

1, Official holiday decorations for the Christmas season will again
be arranged by members of the Employee Activity Association clubs. Yule-
tide decorations may be planned by individual offices, in the rooms, on doors,
and in corridors within the limitations of good taste and applicable regulations
and policies.

2. Employees are reminded of the safety measures outlined in Chapter
| |for the use of decorative materials and Christmas trees.
For safety guidance in the use of electrical decorations, employees should call
extension[  ]or take the items to Room 1J-45, Only masking tape may be
used on doors and walls; cellophane tape, nails, tacks, or other fastening de-
vices may not be used, Window sprays which permanently damage glass should
not be used; directions on spray cans should be read carefully.

3. The Keynotes will sing carols in the main lobby of the headquarters
building at 12:15 p.m, on 16 December and again at 12:45 p.m, on 17 December.

4. A Christmas Flower Show featuring many attractive holiday season
floral arrangements including a novel poinsetta display will be presented by the
Garden Club on 7 and 8 December in the DCI Portrait Corridor.

5. Cafeterias in the headquarters building will be closed on Saturday,
26 December 1970, and Saturday, 2 January 1971. On Thursday, 24 December,
and during the period from Monday, 28 December, through Thursday, 31
December, the cafeterias will close at 3:30 p.m.; no evening meals will be
served on these dates, The Rendezvous Room and the Ames Buflding Cafeteria
will be open i'ar the normal hours except on Christmas and New Year's Day.
The NPIC Cafet&:;a will be closed on Christmas and New Year's Day and will
close at 12 noon ag 24 ;.nd 31 December,

APPROVAL TO PUBLISH:

‘ TrIEUTION A.}..L EMPLOYEES JOHN W. COFFEY
it ( R Acting Deputy Director
Vel WRITT L ene ey for Support
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1970 CHRISTMAS ACTIVITIES

1. Official holiday decorations for the Christmas season will
again be arranged by members of the Employee Activity Association
clubs, Yuletide decarations may be planned by individual offices, in
the rooms, on doors, and in corridors within the limitations of good
taste and applicable regulations and policies,

2. Employees are inded of the safety measures outlined in
Chapterl for the use of decorative materials and
Christmas trees, For safety guidance in the use of electrical decora -
tions, call extension |:|or take the items to Room 1 J 45, Use only
masking tape on doors or walls. Do not use cellophane tape, nails,
tacks, or other fastening devices which mar the doors and walls.
Window sprays which permanently damage glass should not be used;
directions on spray cans should be read carefully,

3. The Keynotes will sing carols in the main lobby of Head-
quarters Building at 12:15 p,m, on 16 December and again at 12:45 P.1m,
on 17 December,

4. A Christmas Flower Show featuring many attractive holiday
season floral arrangements including a novel poinsetta display will be
presented by the Garden Club on 7 and 8 December in the DCI Portrait
Corridor,
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5, Cafeterias in the Headquarters Building will be closed on
Saturday, 26 December 1970, and Saturday, 2 January 1971, On
Thursday, 24 December, and during the period from Monday, 28
December, through Thursday, 31 December, the cafeterias will close
at 3:30 p. m, ; thus, no evening meals will be served on these dates,
The Rendezvous Room and the Ames Building Cafeteria will be open
for the normal hours except on Christmas and New Years when they
will be closed, The NPIC Cafeteria will be closed on Christmas and
New Years and will close at 12 noon on 24 and 31 December 1970,

DISTRIBUTION: ALL EMPLOYEES
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TO:
Mr. CofAFy
ROOM NO. BU\DING

REMARKS:
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Recommeyd your approval of both
the memo and the Employee Bulletin,
However, 1 sugdest one tree (para 2a)
rather than two apd it be placed in I D/E
corridor where w& exhibit the Federal
Civil Service Awar{ees, This is a
better place for recgiving and trans-
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STAT porting gifts for the Wnderprivileged -
‘ (which will be Employee Bulletin),
fa‘ s change. :
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ROOM NO. BUILDING EXTENSION
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